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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Fire Chief by providing
adm ni strative support and perform ng clerical duties and office
functions. The Secretary to the Fire Chief pr epares
correspondence, conpletes and maintains departnent records and
reports, and acts as receptionist for the departnment. The
enpl oyee of this <class prepares payroll records, makes
cal cul ati ons necessary to conmpute payroll and assists in the
preparation of the total departnental budget. The Secretary to
the Fire Chief performs routine duties independently, reporting
to and having work reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Opens, sorts, and distributes mail. Processes outgoing nail and
i nterdepartnmental correspondence. Replies to any routine
correspondence or requests on own initiative follow ng

departnmental procedures or fromoral or witten directions by
the Fire Chief. Types letters, forms, nenos, statenents, forma
reports, or any other docunments assigned by the Fire Chief.
Conposes business letters. Proofreads typed material and
corrects errors.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy and conformty to established procedures.
Enters routine information in departnment records. Fills out all
fornms or records required or assigned. Conpiles, organizes, and
anal yzes data needed for reports. Wites reports. Mintains a
roster of department personnel. Schedul es appoi ntnents and
training classes for nenbers of the departnent and keeps records
of schedules as directed by the Fire Chief. Notifies Fire Chief
and/ or the appropriate individual of appointnents, neetings, or
ot her events.

Sets up and naintains a filing system Fil es correspondence,
cards, forms, records, or reports in files where they are
organi zed al phabetically, numeri cal ly, chronol ogi cal ly,
geographically and/or by subject matter. Briefly reads or

reviews incomng materials and sorts according to subject
matter. Keeps records on the | ocation of materials renmoved from
files and to whom materials were released. Traces m ssing
files. Di sposes of obsolete files and records in accordance
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with established retirement schedules or |egal requirenents.
Mai ntains a library or archive of reference materials for use by
depart ment personnel .

Enters, l|locates, and retrieves information or docunents which
are stored in hard copy files or in the conputer database.
Operates a conputer termnal in order to enter or retrieve
information from files. Copies conputer data from conputer’s
hard drive to the appropriate resources, such as diskettes.
Operates a copyi ng machi ne, facsim |l e machi ne, and cal cul at or or
conputer software application when required.

Accounts for the nopney and assets of the departnment. Mkes
cal cul ati ons necessary to conpute payroll and prepares payroll
records. Receives conplaints fromenpl oyees about pay and wor ks
with payroll section regarding errors, changes, or other matters
related to payroll. Posts items into accounting records and
bal ances these as directed. Conpiles information to be used in
devel opi ng the departnmental budget. Conputes salaries, hours,
overtine and related data for annual budget. Assists in the
preparation of the total departnmental operating budget and
subm ts budget to appropriate authority as directed. Conpiles
data needed for the preparation of grant requests or other
special funds to aid in the operation of the departnent.

Acts as receptionist to departnent visitors. Recei ves and
pl aces telephone calls for the Fire Chief or departnent.
Answer s questions and handl es any routine requests by visitors
or callers follow ng department procedures.

Locates repair services, receives estimtes on repair costs, and
arranges for repairs of departnent equipnent as assigned.
| nspects the equi pnment after repairs have been made. Assists
the Fire Chief in preparing specifications for new equi pment and
prepares specifications for public bids.

Perforns public relations duties such as answering inquires from
the public about the operation of the departnment, emergency
services, or any related areas of departnmental operations.
Prepares news rel eases or any other type of official departnent
statement for publication. Serves as departnment representative
at neetings, conferences and sem nars as assi gned.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be net by the filing deadline for application for adm ssion to
the exam nati on.

Must neet all requirenents of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.
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After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.
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